SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

Job Aid:; Add an Item

Tasks

Add an Item/Summary Tab
Complete the Custom Fields Tab
Complete the Design Data Tab
Complete the Delivery Data Tab
Complete the Subject Area Tab
Complete the Catalog Tab

Add an Online Evaluation

OETMUO®m>

Task A: Add an Item/Summary Tab

1. Click Learning > SATERN
System for Administration, Training, and
Item S Educational Resources for NA;A Administration | Home | Preferences | Help | Lagaut
" Learner Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools | System Admin
curricula lterns | Simple Search | Advanced Search | Addd Mew | Help |
ems

Competency Profiles
Competencies

Contert Packages
Aszessment SUrveys m [l

Search

Azzessment Processes Search tems

Ohjectives

Cuestions Enter the ID or Description, selact the type of ssarch from the drop-down menu, and click "Search’ to browse results
T Enter an exact ID and select "Exact” from the drop-down menu to go directly to a record. The search is case sensitive

Contert Ohjects by default. Vou can choose case insensitive search which applies to criteria typed in. Please note that a case
insensitive search could take & long time,

Exam and Survey Objects

2. Click the Add New link |l =imple Search | Advanced Search | Add New | Help ||

3. Enter/select all ¢ Item Type

required information. ¢ ltem ID (CENTER-UPPER CASE ALPHA/NUMERIC
CHARACTERS)

¢ Revision Date/Time (if left blank, defaults to current
date/time)

Title (ALL UPPER CASE ALPHA/NUMERIC
CHARACTERS)

Classification

L 2

Source ID

Domain ID

Delivery Method ID
Assignment Type ID
Approval Process ID
Approval Required Checkbox

® 6 6 6 O 06 0 o

Description (Sentence Case)

4. Click the Add button.

E
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SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

Task A: Add an Item/Summary Tab (continued)

5. The entered tem Type: COLRSE

information displays tem ARC-SATERNT
Rewizion Date:; 10042005 0338 PM EST

on the Summ ary tab. Revigion Mumber:

Pricing Chargeback Catalogs Subject Areas Standard Options
Online Settings Matifications Materials Ohbjectives Grading Options Cost Calculation
Curricula Competencies Custom Fields Requests Rijst Reasons Substitutes
Cesign Data Delivery Diata Prerequisites Ciocuments | Tasks
Edit the tem

* = Reguired Fields

Title: ISATERN BASICS

Classification: IW

Source 1D (4] W
* Domin O (4] |AR(37
Methar ID: O
Aszzign. Type IO € W
Approval Process ID: A I—

Approval Reguired:
Safety Related:
Approved:

Active:

Auto Fill Registration:

Do Auto Competency:

Leatner can recaord
Learning Everts for themaelves:

O OoO®=mao0nin

SUpervisars can record r
Learning Events for subordinates:

Creste Date:

bR A [rosarz008
Registration Threshald Days: Ii
(1000,001)

Description: Training on SATERM Basics. ﬂ

6. If edits to data are W

made on the
Summary tab, click
Apply Changes
before leaving the
screen to save the
changes.
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SATERN Administrator Job Aid

Task B: Complete the Custom Fields Tab

Add/Edit an Item (ver.2)

1.

Click the Custom
Fields tab.

Pricing Chargeback Catalogs Subject Areas

Cnlime Settings Maotifications Materials Objectives

Curriculz Competencies Custom Fields Reguests

SUmmary Design Data Delivery Data Pretequizites

Standard Options
Grading Options | Cost Calculation
Rzt Reasons Substitutes

Documents Tasks

2.

Enter/select all

required information.

® 6 6 6 O O O O 6 6 O O O O o

On Duty Hours

Off Duty Hours

Purpose of Training

Type of Training

Type of Training Sub-Code
Source of Training

Special Interest Code
Academic Credit Code
Training Credit Type Code
Direct Cost Code

Per Participant Cost
Books and Materials Cost
Other Direct Cost

Indirect Cost Code

Travel

Per Diem

3.

Click the Apply
Changes button.

E
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Task C: Complete the Design Data Tab

SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

1 CIICk the DeSig n Data Pricing Chargehack Catalogs Subject Areas Standard Optiens
tab' Online Settings Matifications Materialz Ohijectives Grading Options Cost Calculation
Curricula Competencies Custom Fields Reguests Rgst Reasons Substitutes
SUmimary Delivery Data Prerequisites: Documents Taszks
Edit the Design Data for the lkem
2. Enter/select all ¢ Contact’'s Email (Specialist’s e-mail goes into this field)
required information.
4 Audience (recommended)
3. Click the Apply

Changes button.

[ Apply Changes |
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SATERN Administrator Job Aid

Task D: Complete the Delivery Data Tab

Add/Edit an Item (ver.2)

1' CIICk the Del ivery Pricing Chargeback Catalogs Subject Areas Standard Options
Data tab online Settings Maotifications Materials Objectives Grading Options Cost Calculation
Curricula Competencies Custom Figlds Requests Rzt Reasons Substitutes
SUMITEEY Design Data Prerequisites Documernts Tasks
Edit the Delivery Data for the hem
2. Enter/select all 4 Minimum Registration
required information.
3. Set the schedule Add a Default Segment to the itemn
structure default. E
Segd  Seoment guorgtuiloonon 833?001 o Location Type
(1000,001.01) '
1 Worring fi [ ) JeLazsee [ Add |
|4_
¢ Enter a Segment Description
¢ Enter the Day
¢ Enter the Duration
4 Only enter an offset if the Day has multiple
segments. Offset is never used with the first
segment of a Day
¢ Selecting Location Type is optional.
4. Click the Add w
button.
5.  Repeat for each

Segment to add to

the default structure.

Note: You can also
use the Duplicate
Day link to copy an
entire day’s
segments.

Update the Scheduling Defaults for the kem

Offset
Hm- e I.

IMornlng
4 [T CLASS PC

2 |Aﬂernoon |1 |1 o0 2

oo |

Select All / Dreselact All

Materials
Eaquipment

Copy to All

Duplicate

Day

Materials I-
Egquipment

Copy to All
Luplicate
Lray
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SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

Task E: Complete the Subject Area Tab

1 CIICk the SU bj eCt Pricing Chargeback Catalogs Standard Options
Areas tab ) Onling Seftings Motifications Materialz Objectives Grading Options || Cost Calculstion
Curricula Competencies Custom Fields Reguests Rzt Reasons Substitutes
SUmmaEty Design Data Delivery Data Prerequisites Dacuments Tasks
Edit Subject Areas for the ltemn

2. Enter a Subject Area Add a Subject Area to an ttem

ID. Erter Subject Area 1D or add one or more from list

Note: If you do not Subject Area D o i |

know the ID, use the

add one or more from
list link to conduct a
search and select the
ID from a list.

3. Click the Add button. ﬂ
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SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

Task F: Complete the Catalogs Tab.

This should only be completed if the Item should be available to Learners for self-assignment.

1. Click the Catalogs tab.

Pricing Chargeback Subject Areas Standard Optians
online Settings Motifications Materials Ohjectives Grading Options || Cost Calculstion
Curricula Competencies Custom Fields Requests Rzt Reasons Substitutes

Summary Design Data Delivery Data Prerequisites Documents Tazks
Edit Hemn Catalogs

2. Enter a Catalog ID.

Note: If you do not know
the ID, use the add one or
more from list link to
conduct a search and
select the ID from a list.

Add this kem to a Catalog

Enter Catalog ID or gdd one or more from list

Catalog 10 IARC| ¥ Add Associsted Future Schedules Offerings to the Catalog ﬂ

3. If you want to place
existing Scheduled
Offerings of the Item into
the Catalog, leave the
“Add Associated
Future...” checkbox
checked.

[V Add Azsocisted Future Schedules Offerings to the Catalog

4. Click the Add button.

5. Repeat this process for
each Catalog that you
want to the Item in.

Learner that have have access to the Catalog/s, can now self-
assign the Item to their own Learning Plan. Learners that have
access to the Catalog/s and are also Supervisors can assign the
Item to his/her subordinates.
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Task G: Add an Online Evaluation

SATERN Administrator Job Aid
Add/Edit an Item (ver.2)

L CIICk the On I ine Settl n gs Pricing Chargehback Catalogs Subject Areas Standard Optians
tab. Motifications Materials Objectives Grading Options || Cost Caloulation
Curricula Competencies Custom Fields Request= Rgst Reasons Substitutes
Summary Design Data Delivery Data Prerequisites Document= Tasks
Edit the Online Settings & Status for the lkem
2. Check the Item is inine hem s Onine
CheCkbOX' TO reStnC'E Cnline modules are available anly 1o learners during the segment times defined by the Scheduled Offering
Iau nCh _Of the Eval Uat|0n D Wark tem complete when all objects are complete.
to the t|meS Of course i Al Reviewe of Cnline Content.
delivery, check the Online
. Dy from launch to expiration:
Modules are available...
checkbox. online Completion Status: COURSE_COMP (Completed) - For Credit v
Cnline Failure Status: b
Leave unchecked the AICC Max-Normal
Mark Item Complete...
Checkbox_ There are no objects to viewr or edit for this item as it has not yet been given any online settings.
Choose an Online
Completion Status.
Click the Apply Changes
button.
3. In the Objects section, | | GG
click the Edit link. = Edit
6. Enter an ObJ eCt Label . Add an Object to the Structure
Th|s W|” be the C||Ckab|e = = Thiz field iz required when adding a Folder, Exam/Survey or Content abject.
URL that the Learner [add [ Reset
uses to launch the
Eva|uati0n = Ohject Lakel: Course Evalustion
7. Select the Content radio @ Contert
button. Use the @ to _ —
Content Ohject: € SURYEY _Training_Progra
search for and select the
Course Evaluation Parameters:
content ObJeCt' |:| Mark this object COMPLETE when launched
Click the Add button. |:| Ohjective revievy enabled.
|:| Ohjective revievy optional.
) Usze All Okjectives
'@' Uze Specific Objectives
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